State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 0720-5157-XXX 50000666 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Vacant

TBD

HRO/Training Office

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
1

RESPONSIBILITIES EXERCISED
[ Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)

Jose Beitia

SUPERVISOR'S CLASSIFICATION
Staff Services Manager Il

APPROVED BY (Personnel Analyst's Name)

DATE

Percent of
Time

Activity

objectives

POSITION SUMMARY

Under the supervision of the Staff Services Manager Il, Training Office Chief, responsible for a
portion of the approximately 200 class sessions of 150 courses conducted each year in addition to
specific assigned programs and projects within the Training Office. In accordance with the
Department's Training Needs Assessment, Plan, and Schedule:

- Conducts needs assessments, plans, and designs training classes

- Prepares training lesson plans and program materials including workbooks, handouts, flip charts,
computerized presentations, DVDs, CDs, and other visual aids for training classes

- Schedules, arranges facilities and coordinates with line-program, expert trainers to conduct
training classes for Department employees
- Evaluates the effectiveness of training classes in meeting Department needs, goals, and

ESSENTIAL FUNCTIONS:

This position requires the ability to work cooperatively with others; maintain regular, consistent,
predictable attendance; exercise good judgement; and communicate effectively both orally and in
writing. Must be flexible and be able to produce outcomes on concurrent multiple assignments and
assist the Training Office technical support staff partner in that individual's absence and as needed.
Must be proficient in using SAP Training Event Processing and Management modules.

The specific essential duties are:

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print)

Jose Beitia

SUPERVISOR’S SIGNATURE DATE
>

EMPLOYEE’S STATEMENT:

| HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’'S NAME (Print)

Vacant

EMPLOYEE’S SIGNATURE DATE

>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Analyst (General) 0720-5157-XXX 50000666 1

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION

TBD HRO/Training Office

Percent of
Time

Activity

40%

30%

10%

Training, Co-Training - Desktop Applications and SAP Training

Works closely with the Training Office Chief to conduct the Department's Desktop Applications and
SAP training classes. Works with various business process owners to design, plan, coordinate,
schedule, and conduct/support classes in these areas. May serve as an instructor for both SAP
Training Event Processing and Management classes and for various Microsoft Office classes,
including Word, Excel, Power Point, and Notebook. Using computer skills, including word
processing, spreadsheets, databases, and SAP, provides statistical reports to management as
requested. May be required to present oral reports to Deputy Directors, Division/Office Chiefs,
Governance, Administrative Officers, and Training Coordinators.

Co-trains DWR's Training for Trainers classes in Sacramento and other DWR locations statewide.
Technical Support - Information Technology (IT) and SAP

Works closely with the Training Office Chief to update the Training Office web site. Using
MicroSoft Share Point, develops, revises, and maintains the Training Office web site with new
and/or current training information. Consults with and assists various business process owners on
the best use of distance/distributed learning programs including the use of WebEXx, internet/virtual
university learning, video conference, and satellite to offer training to the Department.

Coordinates and markets the Department's e-learning program for all vendor-provided courses.
Maintains Department's SAP Work Instruction Master Library utilizing InfoPak software.

IT Equipment Coordinator - Training Office and Training Center

Works with the Division of Technology Services to maintain the Training Center Thin Client servers
and to test new/updated software. Works with DTS SAP Center of Services Branch for
configuration changes and to maintain/develop SAP reports, and with LAN Administrators to
resolve various Training Office IT issues.

Monitors both IT and non-IT equipment usage and maintenance at both the Training Office and

Training Center. Works with the Training Office Chief, HRO administrative staff, Purchasing
Services and DTS to replace any out of date equipment.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 0720-5157-XXX 50000666 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant TBD HRO/Training Office
Percent of Activity
10% Facilities Liaison - Training Office and Training Center
Serves as the primary contact with Facilities Management to report problems and schedule repairs
for both the Training Office space and the Training Center facility, including the gated parking area.
Coordinates work at both locations to ensure training classes are not impacted and does not cause
significant Training Office work interruptions. Independently conducts inspections with Facilities
Management to ensure all work is satisfactory before approving completion.
Works closely with the Training Office Chief and Facilities Management designee to ensure the
Training Center alarm system is working properly, including providing annual schedules so the
alarm will be activated on weekends and holidays. Will be present for any scheduled alarm tests
and will immediately report any malfunctions.
5% Staff Work and Meetings:
Performs completed staff work on a variety of projects and programs as required. This requires
researching, gathering, and analyzing information and writing correspondence, reports, and issue
papers. Meets with and provide reports to the Training Office Chief, Governance, Training
Coordinators, and other teams as requested regarding program, class, and project status and
training policies and procedures. Participate in Training Office and other team planning sessions
including the semi-annual Training Coordinators’ Workshop, quarterly clean-up at the Training
Center, annual cleanup of the Training Office, and staff meetings.
5% Other Responsibilities:

As needed, may be called upon to plan, design, develop, prepare training lesson plans and
program materials for, schedule, coordinate, and conduct training in the following areas as needed:

Administrative Communications

Emergency Preparedness Employee Development
Environmental Equipment Operation and Maintenance
Health and Safety Information Technology

Leadership and Supervision SAP System Training

Technical and Engineering Mobile Equipment Training

Operations and Maintenance
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 0720-5157-XXX 50000666 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant TBD HRO/Training Office

PerT(;%rg oF Activity

SPECIAL REQUIREMENTS

Must have the ability to move a minimum of 25 pounds of training materials and transport them to
the location of training including to and from the Sacramento Training Center, the Sacramento
Training Office, and any field office statewide. Must be able to move furniture and equipment in the
training room for classes. Must be able to conduct and/or coordinate a minimum of 30 class
sessions (co-training will be credited by the number of hours of in-classroom training personally
conducted) each calendar year including class audits and technical support. Must also be able to
travel as necessary from one-to-ten times each year for one-to-seven days per trip to conduct
classes. Work and class hours must accommodate Headquarters’ and field hours plus class
set-up and take-down and will occasionally necessitate some overtime with prior approval. Must
be able to use word processing, spreadsheets, database, presentation, SAP class registration,
Local Area Network, World Wide Web, e-mail, and other personal computer skills to meet this
position’s responsibilities.

Possession of a valid California Drivers License.
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	activity3: Facilities Liaison - Training Office and Training Center

Serves as the primary contact with Facilities Management to report problems and schedule repairs for both the Training Office space and the Training Center facility, including the gated parking area.  Coordinates work at both locations to ensure training classes are not impacted and does not cause significant Training Office work interruptions.   Independently conducts inspections with Facilities Management to ensure all work is satisfactory before approving completion.

Works closely with the Training Office Chief and Facilities Management designee to ensure the Training Center alarm system is working properly, including providing annual schedules so the alarm will be activated on weekends and holidays.  Will be present for any scheduled alarm tests and will immediately report any malfunctions.

Staff Work and Meetings:

Performs completed staff work on a variety of projects and programs as required.  This requires researching, gathering, and analyzing information and writing correspondence, reports, and issue papers.  Meets with and provide reports to the Training Office Chief, Governance, Training Coordinators, and other teams as requested regarding program, class, and project status and training policies and procedures.  Participate in Training Office and other team planning sessions including the semi-annual Training Coordinators’ Workshop, quarterly clean-up at the Training Center, annual cleanup of the Training Office, and staff meetings.


Other Responsibilities:

As needed, may be called upon to plan, design, develop, prepare training lesson plans and program materials for, schedule, coordinate, and conduct training in the following areas as needed: 

Administrative                                   Communications
Emergency Preparedness                Employee Development
Environmental                                   Equipment Operation and Maintenance
Health and Safety                              Information Technology
Leadership and Supervision            SAP System Training
Technical and Engineering              Mobile Equipment Training
Operations and Maintenance


	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	IMMEDIATE SUPERVISOR: Jose Beitia
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: 
	personnel date: 
	PERCENT OF TIME: 
	activity: POSITION SUMMARY

Under the supervision of the Staff Services Manager II, Training Office Chief, responsible for a portion of the approximately 200 class sessions of 150 courses conducted each year in addition to specific assigned programs and projects within the Training Office.  In accordance with the Department's Training Needs Assessment, Plan, and Schedule:

- Conducts needs assessments, plans, and designs training classes
- Prepares training lesson plans and program materials including workbooks, handouts, flip charts,  computerized presentations, DVDs, CDs, and other visual aids for training classes
- Schedules, arranges facilities and coordinates with line-program, expert trainers to conduct training classes for Department employees
- Evaluates the effectiveness of training classes in meeting Department needs, goals, and objectives

ESSENTIAL FUNCTIONS:

This position requires the ability to work cooperatively with others; maintain regular, consistent, predictable attendance; exercise good judgement; and communicate effectively both orally and in writing.  Must be flexible and be able to produce outcomes on concurrent multiple assignments and assist the Training Office technical support staff partner in that individual's absence and as needed.  Must be proficient in using SAP Training Event Processing and Management modules.

The specific essential duties are:

	supervisor name: Jose Beitia
	employee name: Vacant
	activity2: Training, Co-Training - Desktop Applications and SAP Training

Works closely with the Training Office Chief to conduct the Department's Desktop Applications and SAP training classes.  Works with various business process owners to design, plan, coordinate, schedule, and conduct/support classes in these areas.  May serve as an instructor for both SAP Training Event Processing and Management classes and for various Microsoft Office classes, including Word, Excel, Power Point, and Notebook.  Using computer skills, including word processing, spreadsheets, databases, and SAP, provides statistical reports to management as requested.  May be required to present oral reports to Deputy Directors, Division/Office Chiefs, Governance, Administrative Officers, and Training Coordinators.

Co-trains DWR's Training for Trainers classes in Sacramento and other DWR locations statewide.

Technical Support - Information Technology (IT) and SAP

Works closely with the Training Office Chief to update the Training Office web site.  Using MicroSoft Share Point, develops, revises, and maintains the Training Office web site with new and/or current training information.  Consults with and assists various business process owners on the best use of distance/distributed learning programs including the use of WebEx, internet/virtual university learning, video conference, and satellite to offer training to the Department.

Coordinates and markets the Department's e-learning program for all vendor-provided courses.

Maintains Department's SAP Work Instruction Master Library utilizing InfoPak software.

IT Equipment Coordinator - Training Office and Training Center

Works with the Division of Technology Services to maintain the Training Center Thin Client servers and to test new/updated software.  Works with DTS SAP Center of Services Branch for configuration changes and to maintain/develop SAP reports, and with LAN Administrators to resolve various Training Office IT issues.

Monitors both IT and non-IT equipment usage and maintenance at both the Training Office and Training Center.  Works with the Training Office Chief, HRO administrative staff, Purchasing Services and DTS to replace any out of date equipment. 


	Text1: 
	Text2: SPECIAL REQUIREMENTS

Must have the ability to move a minimum of 25 pounds of training materials and transport them to the location of training including to and from the Sacramento Training Center, the Sacramento Training Office, and any field office statewide.  Must be able to move furniture and equipment in the training room for classes.  Must be able to conduct and/or coordinate a minimum of 30 class sessions (co-training will be credited by the number of hours of in-classroom training personally conducted) each calendar year including class audits and technical support.  Must also be able to travel as necessary from one-to-ten times each year for one-to-seven days per trip to conduct classes.  Work and class hours must accommodate Headquarters’ and field hours plus class set-up and take-down and will occasionally necessitate some overtime with prior approval.  Must be able to use word processing, spreadsheets, database, presentation, SAP class registration, Local Area Network, World Wide Web, e-mail, and other personal computer skills to meet this position’s responsibilities.

Possession of a valid California Drivers License. 
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